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DISCLAIMER 

This document was created on 02/15/2016. All MAC related references in this How-To document are 

from the MAC System Test site and are not up to date with the current MAC Training site. The Step by 

Step information and the MAC UI screens used for illustration in this document might have changed since 

it got created. 

This section describes initiating a sample.  Ensure the correct role has been assigned per the roles below. 

The assumptions this section makes are: (1) Material has been created; (2) Official MAC Spec has been 

created; (3) Material to Pay Item relationship established (project samples); (4) Approved Mix Design has 

been created and assigned to a production facility or CQC Plan; and (5) Products has been created and 

assigned to a production facility (program samples).  

Role(s) – Data Entry || Data Reviewer 

Steps: 

1. Log into MAC. 

2. Click on the “Manage Samples” menu. 

 

3. Click the “Create Sample Login” link. This action launches the ‘Create Sample Login’ dialogue box. 

 

4. Fill out the required fields on the ‘Create Sample Login’ dialogue box. In this example a project 

sample will be initiated. 
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5. Click the ‘Continue to Sample Information Screen’ 

 

6. Select ‘Sample Level’ and ‘Category’ (and Sample Purpose if present).  Then fill out the rest of the 

required fields (marked with orange and red asterisks) and optional fields (if desired) and click the 

‘Save’ button.  Note once the Save button has been clicked that MAC navigates to the Sample 

page (a Sample ID will be visible). After the Save button (or ‘Save and Submit’ button) has been 

clicked the sample header fields are remain editable from the Sample page. 
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Notes: 

1. The Sample header fields are editable until a lab acknowledges sample receipt. 

2. Regarding the ‘Testing Lab’ field (on the ‘Create Sample Login’ dialogue box) — 

 
if the MAC Spec indicates that a qualified lab is required, and an unqualified lab has been entered 

— MAC provides an error message (ERROR: Cannot Route Sample to Non-Qualified Lab) after the 

‘Save’ button (or the ‘Save and Submit’ button) has been clicked. 

Result: Sample has been initiated (Sample Status = Logged). 

This section describes opening an existing sample in MAC.  Ensure the correct role has been assigned per 

the roles below. The assumption this section makes is the sample has already been initiated (or uploaded) 

in MAC. 

Role(s) – Data Entry || Data Reviewer|| System Roles (e.g., System Administrator, District Application 

Coordinator, SMO Technical Unit, etc.) 

Steps: 

1. Click the ‘Manage Samples’ menu. 
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2. Either use the ‘Search’ menu (to search and open a particular sample) or enter the Sample ID in 

the ‘Go To Sample’ field to open the sample. 

 

 

Notes: 

1. For System Roles the user may need to hover over the ‘Manage Samples’ menu first and then click 

‘Manage Samples’ in order to navigate to a sample. 

2. Once a user has navigated to the sample page MAC displays the last the sample the user updated. 

3. A sample is associated with the same company as the user that initiated the sample. For example, 

if a user with a Data Entry role is associated with ‘ABC’ company, and that user initiates a sample 

— then that sample is associated with ‘ABC’ company. 

4. Users with non-system roles (Data Entry, and Data Reviewer) — must be associated with the same 

company as the sample is associated with in order to access the sample. 

5. System roles such as District Application Coordinator, FDOT Verifier, Project Administrator, etc. are 

not associated with a company; users logged in with one of these roles may view any sample 

(regardless of the company the sample is associated with). 

Result: sample has been opened. 

This section describes updating sample header fields before a lab acknowledges sample receipt.  Ensure 

the correct role has been assigned per the roles below. The assumption this section makes is that a lab 

has not acknowledged receipt of the sample. 

Role(s) – Data Entry || Date Reviewer || System Administrator 

Steps: 

1. Click and expand a section on the sample page (e.g., expand the ‘Sample Information’ section). 
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2. Click the ‘Update Sample Info’ link. This action launches the ‘Update Sample Info’ dialogue box. 

 

3. Update the fields and click the ‘Save’ button. 

 

 

Notes: 

1. The Sample Header fields can be updated after it has been submitted for lab testing. However, once 

a lab has acknowledged the physical sample the ‘Sample Information’ section cannot be updated. 

2. The ‘Location Information’ section has an ‘Update Location Info’ until the sample has been 

submitted for FDOT Verification. 

3. The ‘Contact Information’ section has an ‘Update Contact Info’ link until the sample has been 

submitted for FDOT Verification. 

Result: Sample Header field have been updated. 
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This section describes deleting a sample.  Ensure the correct role has been assigned per the roles below. 

The assumption this section makes is the sample is not associated with a comparison package. 

Role(s) – Data Entry || Data Reviewer || District Application Coordinator || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Delete Sample’ link (located at the top of the sample header).  This action launches the 

‘Delete Sample’ dialogue box. 

 

3. Click the ‘OK’ button. 

 

 

Notes: 

1. A finalized sample may not be deleted (by any user/role) if it is part of a comparison package. The 

comparison package would first have to be deleted in order to delete the sample. 

2. A user that has been assigned the ‘System Administrator’ role or the ‘District Application 

Coordinator’ (DAC) role can delete samples regardless of the Sample Status. For example, a DAC 

may delete a finalized sample (as long as it is not included in a comparison package). 

3. Users assigned the Data Entry and/or Data Reviewer role(s) lose the ability to delete the sample 

once the sample has been acknowledged by a lab. 

4. Data Entry and Data Review Users can delete samples that are associated with their company.  They 

cannot delete other companies’ samples. 

Result: the sample (and all of its associated data such as test data) has been deleted. 
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This section describes performing field tests before the sample has been submitted for lab testing. Ensure 

the correct role has been assigned per the roles below. The assumptions this section makes are (1) the 

sample has been yet been submitted for lab testing (Sample Status = Logged); and (2) the sample has field 

tests (versus only having lab tests). 

Role(s) – Data Entry || Data Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Perform Test’ link in the ‘Associated Tests’ section. This action launches the test dialogue 

box. 

 

3. Enter the ‘Tester’ and ‘Date Test Performed’ (required as indicated by the red asterisks). 

4. Enter the required fields (indicated by red/orange asterisks) on the test and click the ‘Save’ 

button. 

Notes: 

1. If the associated MAC Spec indicates that a qualified tester is required then the test will require 

entry of a qualified technician (in the ‘Tester’ field) per CTQP. However, if an unqualified technician 

has been entered on the test MAC does not stop the entry or submission of the sample. Rather, this 

will become a finding for Materials Certification. 

2. If the associated MAC Spec indicates that a qualified tester is NOT required then any text can be 

entered in the ‘Tester’ field (the text will maintain if the Tab button is pressed on the keyboard). 

3. Result entry/update for field tests may occur before the sample has been submitted for lab testing. 

4. Result entry/update for field tests can be performed by any Data Entry/Reviewer user that is 

associated with the same company as the user that initiated the sample. 

5. Data for field tests may not be entered/updated once the sample has been submitted for FDOT 

Verification. 

Result: field test data have been entered and saved. 
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This section describes creating a sample from an existing sample.  Ensure the correct role has been 

assigned per the roles below. The assumption this section makes is the sample page has been opened by 

a user associated with the same company the sample is associated with. 

Role(s) – Date Entry || Data Reviewer 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Create New Sample Login from this Sample’ link. This action launches the ‘Create New 

Sample Login from this Sample’ dialogue box 

 

3. Fill out the fields in the ‘Create New Sample Login from this Sample’ dialogue box and follow the 

steps as described in the section above titled “Initiate Sample.” 

Notes: 

1. A sample is associated with the same company as the user that initiated the sample. 

2. Users cannot access a sample that is associated with a company they are not associated with unless 

the sample has been finalized. Users with non-system roles (e.g., Data Entry, and Data Reviewer) 

may view any finalized sample and may create a sample from a finalized sample even if it is NOT 

associated with their company. 

3. Users with the Data Entry or Data Reviewer role may create a sample from a sample in any status 

(e.g., Submitted for Lab Testing, Pending Finalization, etc.) as long as they are affiliated with the 

same company as the sample (or the sample has been finalized). 

Result: a new sample has been initiated from an existing sample. 
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This section describes removing a lab from a sample’s lab route.  Ensure the correct role has been assigned 

per the roles below. The assumption this section makes is the sample is being submitted to a lab that has 

not already returned the physical sample (clicked the ‘Return Physical Sample’ link). 

Role(s) – Data Entry || Date Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Remove Sample Lab Route’ link. This action launches the ‘Remove Sample Lab Route’ 

dialogue box.  

 

3. Click the “OK” button. 

 

 

Notes: 

1. If a user submits the sample to a lab and that lab then clicks the “Return Physical Sample” link then 

(in the Lab Info section) the “Remove Sample Lab Route” link will be replaced with “Resubmit 

Sample”; and the Lab Routing Status will be “Returned.” 

2. If all labs have been removed from the “Laboratory Information” section then the message “The 

Sample has not been routed to a Lab yet” displays. 

Result: the lab has been removed from the sample routing.
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This section describes submitting a sample for lab testing.  Ensure the correct role has been assigned per 

the roles below. The assumption this section makes is upon initiating the sample the sample has been 

“Saved” and not “Saved and Submitted.” 

Role(s) – Data Entry || Data Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Submit Sample for Lab Testing’ link. This action launches the ‘Submit Sample for Testing’ 

dialogue box. 

 

3. Click the ‘Submit for Testing’ button on the ‘Submit Sample for Testing’ dialogue box. 

 

 

Notes: 

1. Ensure there is at least one lab listed in the Laboratory Information section (otherwise, an error 

message will display). 

2. Once the ‘Submit Sample for Lab Testing’ link has been clicked the option to ‘Retest’ becomes 

available. 

Result: Sample submitted for lab testing. Sample Status updates from “Logged” to “Submitted for Lab 

Testing.” 
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This section describes a user associated with a lab returning a sample back to the sample logger (user that 

initiated the sample). Ensure the correct role has been assigned per the roles below. The assumption this 

section makes is that the lab (or any user associated with the lab) has not clicked the ‘Acknowledge Sample 

Receipt’ link. 

Role(s) – Data Entry || Data Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Go to the ‘Laboratory Information’ section and click the ‘Return Physical Sample’ link (note that 

scrolling to the right may be required in order for the link to be visible).  This action launches the 

‘Return Physical Sample’ dialogue box. 

 

3. Enter a comment (required field as indicated by the red asterisk) in the ‘Return Physical Sample’ 

dialogue box and click the ‘Save’ button. 

 

 

Notes: 

1. Although this action emulates returning the sample to the user that logged/initiated the sample — 

any user with the correct role (e.g., Data Entry) that is associated with same the company as the 

logger (the user that initiated the sample) has access to the sample and can submit the sample for 

lab testing, or resubmit the sample to the same lab. 
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2. For any lab in the Laboratory Information section (as there could be many labs) — this action will 

not be available once a user has clicked the ‘Acknowledge Sample Receipt’ link (link in the 

‘Laboratory Information’ section of the sample).  Note that only users that are associated with the 

same company as the lab are allowed to perform these lab actions (pending they have at least one 

of the roles listed above). 

Result: Sample logger/submitter (or any user that is associated with the same company as the sample 

logger): (1) has access to the sample and can update the sample header fields; and (2) can submit the 

sample to another lab or resubmit the sample to the same lab. 

This section describes resubmitting a sample to a lab after: (1) the sample has been submitted to a lab; 

and (2) that lab has clicked the “Return Physical Sample” link.  Ensure the correct role has been assigned 

per the roles below. The assumption this section makes is upon initial routing the receiving lab has 

returned the physical sample.  

Role(s) – Data Entry || Data Reviewer || System Administrator 

Steps: 

1. Click the ‘Resubmit Sample’ link. 

 

 

Notes: clicking the ‘Resubmit Sample’ link does not launch a dialogue box. The Lab Routing Status (see 

“Status” in the image above) becomes “Waiting on Receipt” as it does upon initial lab routing. 

Result: the sample has been submitted to the lab and is ready for the lab to acknowledge physical 

receipt of the sample. 
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This section describes requesting additional information from the sample logger (the user that initiated 

the sample) regarding the physical sample.  Ensure the correct role has been assigned per the roles below. 

The assumption this section makes is that the lab (or any user associated with the lab) has not clicked the 

‘Acknowledge Sample Receipt’ link. 

Role(s) – Data Entry || Data Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Request Additional Information’ link in the ‘Laboratory Information’ section.  This action 

launches the ‘Request Additional Info’ dialogue box. 

 

3. Enter a comment (which is required as indicated by the red asterisk) and click the ‘Save’ button. 

 

Notes: 

1. Although this action emulates requesting additional information from the user that 

logged/initiated the sample — any user with the correct role (e.g., Data Entry) that is also 

associated with same company as the logger (the user that initiated the sample) has access to the 

sample and can submit additional info to the same lab. 

2. For any lab in the Laboratory Information section (as there can be more than one lab) — this action 

will not be available once a user has clicked the ‘Acknowledge Sample Receipt’ link. 

Result: the ‘View Additional Info Comments’ link is available to users associated with the sample 

and/or lab(s).  This link is used to respond to the request (submit the information to the lab). 
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This section describes viewing comments made by a lab and the sample logger (the user that initiated the 

sample) regarding the lab’s requested information about the physical sample (see section above ‘Request 

Additional Info’ for details regarding requested info about the physical sample).  Ensure the correct role 

has been assigned per the roles below. The assumption this section makes is that a lab has made a request 

for additional information about the physical sample. 

Role(s) – Data Entry || Data Reviewer || Project Administrator || FDOT Verifier || District Application 

Coordinator || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘View Additional Info Comments’ link in the ‘Laboratory Information’ section. This action 

launches the ‘Additional Info Comments’ dialogue box. 

 

3. After reading the comments press the ‘x’ in the upper right had corner of the info box. 
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Notes: 

1. Data Entry and Data Reviewer users that are associated with the lab — and the sample logger (the 

user that initiated the sample) — can view these comments. 

2. Requested information made by the lab and the responses made by the sample logger are visible 

on this info box. 

3. These comments in the Laboratory Information section may be viewed after the lab has 

acknowledged sample receipt. 

Result: Info box displays with all the comments made by the lab and the sample logger regarding the 

requested information about the physical sample. 

This section describes the sample logger submitting information about the physical sample.  Ensure the 

correct role has been assigned per the roles below. The assumption this section makes is that a lab has 

requested additional information regarding the physical sample. 

Role(s) – Data Entry || Data Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Submit Additional Info’ link in the ‘Laboratory Information’ section. This action launches 

the ‘Submit Additional Info’ dialogue box. 

 

3. Enter a comment (required as indicated by the red asterisk) and click the ‘Save’ button. 
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4. If desired the comment made can be viewed by clicking the ‘View Additional Comments’ link in 

the ‘Laboratory Information’ section. 

a. Click the ‘View Additional Info Comments’ link. This action launches the ‘Additional Info 

Comments’ dialogue box. 

 

b. Click the ‘x’ in the upper right hand corner of the info box to close it. 

 

Notes: the Data Entry and Data Reviewer roles have the rights (ability) to submit additional comments. 

However — in order to submit additional comments — the user must be associated with the same 

company that the sample is associated with. Recall that the sample is associated with the same 

company as the user who initiated the sample. 

Result: comments submitted regarding requested information about the physical sample have been 

saved and can be viewed in the Laboratory Information section. 
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This section describes generating a PDF in order to print or save the sample.  Ensure the correct role has 

been assigned per the roles below.  

Role(s) – Data Entry || Data Reviewer|| System Roles (e.g., System Administrator, SMO Technical 

Unit, etc.) 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘View for Print’ link. 

 

3. Click the ‘Open’ button in the dialogue box located at the bottom of the screen. 

 

Notes: there are also options to Save, and ‘Save As’ (these action taken instead of clicking the ‘Open’ 

button). 

Result: the sample has been opened as PDF and can be printed for Saved. 

This section describes a lab acknowledging receipt of the physical sample in MAC.  Ensure the correct role 

has been assigned per the roles below. The assumption this section makes is that the sample logger has 

submitted the sample for lab testing. 

Role(s) – Data Entry || Data Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 
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2. Click the ‘Acknowledge Sample Receipt’ link in the ‘Laboratory Information’ section.  This action 

launches the ‘Acknowledge Sample Receipt’ dialogue box. 

 

3. Enter the ‘Date Received’ (required as indicated by the red asterisk) and enter a comment if 

desired. 

 

Notes:  

1. For each lab listed in the Laboratory Information section — in order for the ‘Acknowledge Sample 

Receipt’ link to display the user must be associated with the same company as the lab. That is, a 

user with a Data Entry and/or Data Reviewer role that is logged in under the same company as 

the lab’s company has the ability to acknowledge sample receipt. 

 
2. Sample Status remains “Submitted for Lab Testing.” 

Result: sample receipt has been acknowledged by the lab and the lab tests are now available for result 

entry. Note that users can enter data for field tests before the sample receipt has been acknowledged. 
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This section describes a lab routing a full or partial sample to another lab.  Ensure the correct role has 

been assigned per the roles below. 

Role(s) – Data Entry || Data Reviewer || System Administrator 

Steps: 

1. Click the ‘Route Sample to Lab’ link in the ‘Laboratory Information’ section. This action launches 

the ‘Route Sample to Lab’ dialogue box. 

 

2. Enter ‘Testing Lab’ (must be a qualified lab); ‘Sample Type’ (Full or Partial); and ‘Reroute Reason’; 

and click the ‘Save’ button. All of these fields are required as indicated by the red asterisks. 

 

 

Notes: 

1. After a lab (routing lab) routes a partial or the full sample to another lab — the routing lab still has 

the ability to enter test results. 

2. The lab the sample is being routed to must be a qualified lab. Otherwise, MAC provides an error 

message upon clicking the ‘Save’ button (Error: Cannot Route Sample to Non-Qualified Lab). 

Result: the system indicates that a full or partial sample has been routed to another lab. 



Sample Life Cycle – “How To” Document 

February 15, 2016 

 

 
Page 22 

 

  

This section describes adding lab or field tests to the sample.  Ensure the correct role has been assigned 

per the roles below. 

Role(s) – Data Entry || Data Reviewer || Project Administrator || FDOT Verifier || System 

Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click on the ‘Add Test’ link in the ‘Associated Tests’ section. This action launches the ‘Add Test’ 

dialogue box. 

 

3. Enter a test in the ‘Select Test to Add’ field. This field is required as indicated by the red asterisk.  

 

4. Select values from the ‘Reason For Additional Test’ and ‘Lab/Field’ fields.  These fields are required 

as indicated by the red asterisk.  Then click the ‘Save’ button. 
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Notes: 

1. In order to add tests on the sample the associated MAC Spec must be set up to allow tests to be 

added.  This function is independent of Retest. 

2. Tests (Lab or Field) can be added before the sample has been submitted for FDOT Verification.  

3. Added tests are considered optional and can be removed from the sample. The only exception is if 

a Special Test is added to a sample then it is required and cannot be removed from the sample. 

4. Field tests added before the sample has been submitted for lab testing are available for result entry. 

Lab tests added before the sample has been submitted for lab testing are not allowed for result 

entry. 

Result: Test has been added to sample as an ‘Added’ test (versus “Required” or “Optional”). 

This section describes removing optional and added tests from a sample.  Ensure the correct role has been 

assigned per the roles below. The assumptions this section makes are: (1) optional tests are on the sample 

per the associated MAC Spec; and/or (2) tests have been added to the sample. 

Role(s) – Data Entry || Date Reviewer || Project Administrator || FDOT Verifier || System 

Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Remove Test’ link in the ‘Associated Tests’ section.  This action launches the Remove 

Test information box. 
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3. Click the ‘Remove’ button. 

 

Notes: 

1. Test can be removed after test result entry.  

2. Both field and lab tests can be removed before and after the sample receipt has been acknowledged 

by the lab. 

3. Optional and Added tests may be removed from the sample. 

Result: Optional and/or Added test(s) have been removed from the sample. 

This section describes performing lab tests.  Ensure the correct role has been assigned per the roles below. 

Role(s) – Data Entry || Data Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Perform Test’ link in the ‘Associated Tests’ section. This action launches the test dialogue 

box. 

 

3. Enter the ‘Tester’; ‘Testing Lab’; and ‘Date Test Performed’ (required as indicated by the red 

asterisks). See notes below regarding when ‘Tester’ and ‘Testing Lab’ field are required. 

4. Enter the required fields (indicated by red/orange asterisks) on the test and click the ‘Save’ 

button. 
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Notes: 

1. If the associated MAC Spec indicates that a qualified tester is required then the test will require 

entry of a qualified technician (in the ‘Tester’ field) per CTQP. However, if an unqualified technician 

has been entered on the test MAC does not stop the entry or submission of the sample. Rather, this 

will become a finding for Materials Certification. 

2. If the associated MAC Spec indicates that a qualified tester is NOT required then any text can be 

entered in the ‘Tester’ field (the text will maintain if the Tab button is pressed on the keyboard). 

3. For any LAB test — if the associated MAC Spec indicates that a qualified lab is required then a 

qualified lab should be entered. However, if an unqualified lab has been entered on the test MAC 

does the not stop the entry or submission of the sample. Rather, this will become a finding for 

Materials Certification. 

4. Tests can be saved without all the required fields. However, sample itself cannot be submitted to 

FDOT (for verification or finalization) until all the required fields on all required tests have been 

entered. 

5. Result entry/update may be performed by any Data Entry/Reviewer user that is associated with the 

same company as the lab. 

6. Result entry/update for lab tests may not occur until the lab has acknowledged sample receipt. 

7. Result entry/update may not occur once the sample has been submitted for FDOT Verification. 

Result: lab test data have been entered and saved. 

This section describes marking field and/or lab tests as “Test Not Performed.” Ensure the correct role has 

been assigned per the roles below. 

Role(s) – Data Entry || Data Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. For any test, click the ‘Mark Test Not Performed’ in the ‘Associated Tests’ section.  This action 

launches the ‘Mark Test Not Performed’ dialogue box. 
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3. Make a selection from the ‘Reason Test Not Performed’ listbox and click the ‘Save’ button. 

 

Notes: 

1. Tests with results entered can be marked as not performed. 

2. Both Required and Optional tests may be marked as not performed. 

Result: 

1. The ‘Test Status’ of the test has been updated to “Test Not Performed [<reason>]”.  

2. The Test Disposition has been updated to “Fail”. 

This section describes retesting a test.  Ensure the correct role has been assigned per the roles below. The 

assumption this section makes is that the test already has a Test Disposition of Pass or Fail. 

Role(s) – Data Entry || Data Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. For a test that has a Pass or Fail test disposition — click the ‘Retest’ link in the ‘Associated Tests’ 

section.  This action launches the ‘Setup Retest for <test>’ dialogue box. 
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3. Select an option from the ‘Reason For Additional Test’ listbox and click the ‘Save’ button. 

 

4. Test has been added. Many tests can be added using Retest. Use the ‘Which Test Rules?’ radio 

button to indicate which test will be used in a comparison package (see notes below for details). 

 

Notes: 

1. This feature is not available for field or lab tests until the sample has been submitted for lab testing. 

2. This feature is available for tests with a Pass or Fail test disposition. 

3. If “Retest – Other” has been selected from the ‘‘Setup Retest for <test>’ dialogue box then the user 

will be required to enter a reason in the ‘Reason For Additional Test Details’ text box. 

4. The ‘Which test Rules?” radio buttons allow the user to indicate which test will be used in a 

comparison. However, if comparison is not in the lifecycle of the sample then there is no need to 

make this selection. 

Result:  

1. Test has been added in the ‘Associated Tests’ section.  

2. The ‘Required’ column indicates ‘Added’.  

3. The “Which test Rules?” radio buttons have become active. 
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This section describes submitting a sample for FDOT Verification.  Ensure the correct role has been 

assigned per the roles below. The assumptions this section makes are: (1) the sample has been 

acknowledge by the receiving testing lab; and (2) all required test data for the required tests have been 

entered. 

Role(s) – Data Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click “Submit for FDOT Verification” at the top of the screen.  This action launches the “Submit 

for FDOT Verification” dialogue box. 

 

3. Click the ‘Submit for FDOT Verification’ button. 

 

 

Notes: if the associated MAC Spec indicates “Auto Finalize Sample” then the link will read “Submit to 

FDOT” instead of “Submit for FDOT Verification”.  Upon clicking the “Submit to FDOT” link this 

dialogue box displays instead: 

 

Note that auto-finalize means that the test is finalized upon submission to the Department without 

review from another user (e.g., a PA does not need to review and finalize the sample). 

Result:  

1. Sample has been submitted for FDOT Verification.  
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2. Sample Status has been updated to “Pending Finalization”. In the case of an auto-finalized sample 

the Sample Status becomes “Finalized”. 

3. The sample header and associated tests are locked down and are no longer editable. 

This section describes submitting multiple samples to FDOT (or for FDOT Verification).  Ensure the correct 

role has been assigned per the roles below. The assumptions this section makes are: (1) there is at least 

one sample that has been submitting for lab testing; and (2) all required sample and test data has been 

entered. 

Role(s) – Data Reviewer || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Manage Samples’ option. 

 

3. Click the ‘Submit Multiple Samples to FDOT’ link. 

 

4. Enter additional filters in the ‘Optional Filters’ section (this is not a required entry). Then click the 

‘Apply Filters’ link. 
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5. Individually select the samples to submit or use the ‘Select All’ checkbox to select all the samples 

in the ‘Select Samples to Submit’ section.  Then click the ‘Submit’ button. 

 

Notes: 

1. The ‘Sample Status’ becomes “Pending Finalization” for all the samples that have been submitted. 

2. Test data are no longer editable once the samples have been submitted. 

Result: One or more samples have been submitted to FDOT (or for FDOT Verification). 
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This section describes returning the sample for corrections after it has been submitted for FDOT 

Verification.  Ensure the correct role has been assigned per the roles below. The assumption this section 

the sample has been submitted for FDOT Verification. 

Role(s) – Project Administrator || FDOT Verifier || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Return Sample’ at the top of the sample page. This action launches the ‘Return Sample’ 

dialogue box. 

 

3. Select an option from the ‘Correction Type’ listbox and enter text in the ‘Reason’ text box. These 

field are required as indicated by the red asterisks.  Then click the ‘Return’ button. 

 

Notes: 

1. The sample can be returned for: 

a. Sample Header Corrections || Sample Status updated to: Sample Data Corrections Needed 

b. Test Correction || Sample Status updated to: Test Correction Needed 

c. Sample Header and Test Corrections || Sample Status updated to: Sample Data and Test 

Correction Needed 
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2. A finalized sample can be returned for updates. However, a finalized sample may not be returned if 

it is part of a comparison package. If so, the comparison package would have to be deleted first in 

order for the ‘Return Sample’ link to display. 

3.  If the sample has been returned for Sample Header corrections then the user who initiated the 

sample (or any user with the Data Entry or Data Reviewer role and is associated with the same 

company as the sample) may update the Sample Header fields. Note that if the sample has been 

returned for only Sample Header corrections then the test(s) will not be available for result entry. 

4. If the sample has been returned for ‘Test Correction’ then any user with the Data Entry or Data 

Reviewer role and is associated with the same company as a lab may update the test data. Note the 

sample header fields will not be available for update when the sample has been returned for test 

corrections only. 

5. If the sample has been returned for both sample header and test corrections then both the sample 

header and the test(s) are available for update. 

6. Only users with the Data Reviewer role will have the ‘Corrections Made – Submit for FDOT 

Verification’ link available to them. 

7. Note that when the sample has been returned the reason comments are located in the ‘Sample 

Comments’ section. 

Result: the sample has been returned with corrections. The ‘Sample Status’ indicates whether the test, 

sample, or test and sample need to be corrected. 
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This section describes submitting a sample once the sample, test, or sample and test corrections have 

been made.  Ensure the correct role has been assigned per the roles below. The assumption this section 

makes is that the sample has been returned by a Project Administrator or FDOT Verifier for sample, test, 

or sample and test corrections. 

Role(s) – Data Reviewer|| System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Make updates to the sample and/or tests (depending on the reason selected for returning the 

sample). 

3. Click the ‘Corrections Made – Submit for FDOT Verification’ link on top of the sample page. 

 

4. Click the ‘Submit for FDOT Verification’ button. 

 

 

Notes: for samples that have been returned for corrections — Data Entry users can update the sample 

and test data, but cannot submit for FDOT Verification. 

Result:  

1. Sample has been submitted for FDOT Verification. 

2. Sample Status updates to “Pending Finalization”. 
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This section describes finalizing a sample.  Ensure the correct role has been assigned per the roles below. 

The assumptions this section makes are: (1) the MAC Spec does not indicate auto-finalization; and (2) the 

sample has been submitted for FDOT Verification. 

Role(s) – Project Administrator || FDOT Verifier || System Administrator 

Steps: 

1. Open the sample (see section above titled ‘Open Sample’ for more details). 

2. Click the ‘Finalize Sample’ link at the top of the sample page.  This action launches the ‘Finalize 

Sample’ dialogue box. 

 

3. Click the ‘Finalize’ button. 

 

Notes: 

1. Project, Program, and Research samples can be finalized. 

2. Project Administrators may finalize project samples. 

3. FDOT Verifiers may finalize program samples. 

4. Both Project Administrators and FDOT Verifiers may finalize research samples. 

Result:  

1. The sample header and associated tests are locked down and are no longer editable. 

2. The sample is eligible to be part of a comparison package (if the MAC Spec indicates comparison is 

required or optional). 

3. The ‘Sample Status’ has been updated to “Finalized”. 
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This section describes finalizing multiple samples at once.  Ensure the correct role has been assigned per 

the roles below. The assumptions this section makes are: (1) there have been one or more samples 

submitted for FDOT Verification; (2) the MAC Spec does not indicate Auto Finalize; and (3) the MAC Spec 

indicates Multi Finalize. 

Role(s) – Project Administrator || FDOT Verifier || System Administrator 

Steps: 

1. On the top level menu — hover over the ‘Samples’ menu and click the ‘Closeout Samples’ option. 

 

2. Click the ‘Finalize Multiple Samples’ link on top of the page. This action navigates to the Finalized 

Multiple Samples page. 

 

3. Enter optional filters and click the ‘Apply Filters’ link. This action is not required, but may assist 

with sample selection. 
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4. In the last section (‘Select Samples to Finalized’ section) — individually select the samples to 

finalize or use the ‘Select All’ checkbox to select all the samples. Then click the ‘Finalize’ button. 

 
 

Notes: the associated MAC Spec must indicate the multi finalize is allowed or the sample(s) will not 

display on the Finalize Multiple Samples page. 

Result: one or more samples have been finalized. The Samples Status for each sample has been 

updated to ‘Finalized’. 
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This section describes creating a comparison package.  Ensure the correct role has been assigned per the 

roles below. The assumptions this section makes are (1) the MAC Spec (entered in Step 3 below) has a 

required or optional comparison set up; and (2) samples have been finalized for the comparison package. 

Role(s) – Project Administrator || FDOT Verifier || System Administrator 

Steps: 

1. Navigate to the comparison page by hovering over the ‘Samples’ menu and then clicking the 

‘Closeout Samples’ link. 

 

2. Click the ‘Create Comparison Package’ link on the top of the page. This action navigates to the 

‘Create Comparison Package’ page. 

 

3. Enter a material in the ‘Material/Spec’ field (required as indicated by the red asterisk). And enter 

the Spec Edition, Spec Category, and Comparison Package Definition. If there is only one value 

then MAC defaults to that value as static text (e.g., in the image below the ‘Comparison Package 

Definition’ defaults to “Compressive Strength Comparison” because it was the only comparison 

set up in the MAC Spec). 
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4. Enter the ‘Contract/Project’ (required as indicated by the red asterisk). 

 

5. Enter the additional filters if desired (not required). 

 

6. Select the samples that will be placed in the comparison package. 

 

7. In the next section [“5) Configure Selected Samples”] select Original and Verification samples and 

click the “Create Package” button. 
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Notes: 

1. See the radio buttons in the image above. Upon clicking the ‘Create Package’ button the “Stay on 

Create Screen to create more Comparisons” radio button option allows the user to stay on the 

comparison package after each comparison has been created (so the user can create packages back 

to back). Upon clicking the “Create Package” button — the “Show Comparison after Creation” 

option makes the system navigate away from the Create Comparison Package page to the 

comparison package. 

2. Project Administrators can create comparison packages for project samples only. 

3. FDOT Verifiers can create comparison packages for program samples only. 

4. Comparison packages are used for research samples. 

5. When creating a comparison package the option to “Create Package and Run Compare” allows the 

user to create the comparison package and run the comparison at the same time. This feature is not 

covered in detail in this document.  

Result: Comparison Package has been created.  

This section describes running a comparison.  Ensure the correct role has been assigned per the roles 

below. The assumption this section makes is that a comparison package has been created. 

Role(s) – Project Administrator || FDOT Verifier || System Administrator 

Steps: 

1. On the top level menu — hover over the ‘Samples’ menu and click the ‘Closeout Samples’ option. 

2. Open the comparison package. The comparison package can be located by: (1) clicking on the ‘My 

Comparison’ link (this works if you are the user that created the package); (2) Clicking the ‘Search’ 

link; or (3) entering the Comparison Package ID into the “Go To Comparison” field. 

  

3. Once the comparison package has been opened — click the ‘Run Compare on Comparison 

Package’ link. This action launches the ‘Run Compare on Comparison Package’ dialogue box. 
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4. Click the ‘OK’ button. 

 

 

Notes: the steps of the comparison package may differ based on which type of comparison was set up 

in the MAC Spec. 

Result: Comparison has been ran and the ‘Comparison Status’ (e.g., “Compares” or “Does Not 

Compare”) displays on the comparison package. 

This section describes running resolution on a comparison package.  Ensure the correct role has been 

assigned per the roles below. The assumptions this section makes are: (1) the comparison has been ran; 

and (2) the ‘Comparison’ Status is “Does Not Compare.” 

Role(s) – Project Administrator || FDOT Verifier || System Administrator 

Steps: 

1. Open the comparison package if is not already opened (use the ‘My Comparisons’ link; ‘Search’ 

link’; or the ‘Go To Comparison’ field to search/open the package) 

2. Click the ‘Run Resolution’ link on the top of the page. This action launches the ‘Run Resolution’ 

dialogue box. 
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3. Select the resolution samples. 

 

4. Click the ‘Run’ button. 
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Notes: for this comparison there is an option to manually enter the final resolution status. This can be 

done by clicking the ‘Update Final Resolution Status’ link at the top of the comparison package page. 

Result: 

1. Resolution has been ran. 

2. Resolution Status displays on top of the comparison package page. 

3. The ‘Resolution Samples’ section indicates which samples ‘Compares’ and ‘Does Not Compare’. 

This section describes marking resolution as not performed after a comparison has been ran.  Ensure the 

correct role has been assigned per the roles below. The assumptions this section makes are: (1) the 

comparison has been ran; and (2) the ‘Comparison’ Status is “Does Not Compare.” 

Role(s) – Project Administrator || FDOT Verifier || System Administrator 

Steps: 

1. On the top level menu — hover over the ‘Samples’ menu and click the ‘Closeout Samples’ option. 

 

2. Open the comparison package. The comparison package can be located by: (1) clicking on the ‘My 

Comparison’ link (this works if you are the user that created the package); (2) Clicking the ‘Search’ 

link; or (3) entering the Comparison Package ID into the “Go To Comparison” field. 
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3. Click the ‘Mark Resolution Not Performed’ link on top of the comparison package page. This action 

launches the ‘Mark Resolution Not Performed’ dialogue box. 

 

4. Select an option (reason) from the ‘Comparison Package Resolution Not Performed Reason’ and 

then click the ‘Save’ button. 

 

Notes: 

1. Even if resolution has been marked as not performed the option to run resolution remains on the 

sample package. 

2. Updating the reason can be done by clicking the ‘Mark Resolution Not Performed’ link. 

Result: the ‘Comparison Package Resolution Not Performed Reason’ is visible on the comparison 

package page 

 



Sample Life Cycle – “How To” Document 

February 15, 2016 

 

 
Page 44 

 

  

This section describes updating the comparison package (after the package has been created, but before 

the comparison has been ran).  This action allows the user to update the Original Sample, Verification 

Sample, and the Associated Samples. Ensure the correct role has been assigned per the roles below. The 

assumption this section makes is that the comparison package has been created.  

Role(s) – Project Administrator || FDOT Verifier || System Administrator 

Steps: 

1. Open the comparison package. The comparison package can be located by: (1) clicking on the ‘My 

Comparison’ link (this works if you are the user that created the package); (2) Clicking the ‘Search’ 

link; or (3) entering the Comparison Package ID into the “Go To Comparison” field. 

  

2. Click the ‘Update Comparison Package’ link on top of the comparison package page.  This action 

launches the ‘Update Comparison Package’ dialogue box. 

 

3. If desired enter additional filters in section 2 in order to reduce the number of samples in section 

3. 
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4. Select/unselect which samples are to be included in the package in section 3.  

 

5. Select/unselect which samples are the Original and Verification samples in section 4. Then click 

the ‘Save’ button. 

 

Notes: the ‘Update Comparison Package’ link is not available once the comparison has been ran. 

Result: the comparison package has been updated (meaning the Original and/or Verification and/or 

one or more of the Associated Samples have been exchanged (or added or removed in the case of 

Associated Samples). 
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This section describes updating the Associated Samples of a comparison package (this feature has been 

created specifically for updating associated samples after the comparison has been ran).  Ensure the 

correct role has been assigned per the roles below. The assumption this section makes is that a 

comparison package has been created. 

Role(s) – Project Administrator || FDOT Verifier || System Administrator 

Steps: 

1. Open the comparison package. The comparison package can be located by: (1) clicking on the ‘My 

Comparison’ link (this works if you are the user that created the package); (2) Clicking the ‘Search’ 

link; or (3) entering the Comparison Package ID into the “Go To Comparison” field. 

  

2. Click the ‘Update Associated Samples’ link the ‘Associated Samples’ section of the comparison 

package. This action launches the ‘Update Associated Samples’ dialogue box. 
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3. Uncheck the sample(s) not desired in the package and select any new Associated Samples to be 

included in the package. Then click the ‘Save’ button. 

 

Notes: 

1. The MAC Spec determines the minimum and maximum amount of associated samples. If the number 

of Associated Samples selected in the ‘Update Associated Samples’ dialogue box is not within that 

range then MAC will provide an error message. 

2. The Associated Samples can be updated after comparison has been ran. 

3. The Associated Samples can be updated after resolution has been ran. 

Result: Associated samples have been updated in the comparison package. 



Sample Life Cycle – “How To” Document 

February 15, 2016 

 

 
Page 48 

 

  

This section describes.  Ensure the correct role has been assigned per the roles below. The assumption 

this section makes is that the comparison package has been created. 

Role(s) – Project Administrator || FDOT Verifier || System Administrator 

Steps: 

1. Open the comparison package if not already opened. 

2. Click the ‘Delete Comparison Package’ link on top of the Comparison Package page. This action 

launches the ‘Delete Comparison Package’ dialogue box. 

 

3. Click the ‘OK’ button. 

 

Notes:  

1. A comparison package can be deleted once the package has been created, after the comparison 

has been ran, or after resolution has been ran. 

2. Deleting the comparison package allows the samples to be included in other comparison 

packages. 

Result: the comparison package has been deleted. 

 


